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NATURE OF WORK 
 
This is a highly responsible managerial position with responsibility in the strategic planning, organizing, 
staffing, directing and controlling the activities of the City's Cultural Affairs & Tourism Development 
Department, overseeing the Office of Arts, Culture and Entertainment (ACE), the Cultural Arts Council, 
Tourism, Convention and Protocol Offices and serving as the City Administration’s liaison to the Bass 
Museum, VCA and other entities regionally.  The employee in this classification is responsible for providing 
focused leadership among various community based organizations that promote culture and tourism in our 
region. Responsible to professionally administer, support, maintain and develop quality programs, which 
generate, satisfy and enhance the City’s cultural institutions and infrastructure, the City’s cultural and tourist 
industries, and provide year-round tourist attractiveness of Miami Beach.  
 
ILLUSTRATIVE EXAMPLES OF ESSENTIAL DUTIES 
 
Develops and implements policy directives, working with other Directors and executive staff. 
Develops and establishes a coordinated team to provide and ensure the highest level of integration between 
the arts, cultural and tourism initiatives. 
Oversees and coordinates the functions of the various divisions within the department with other City 
programs, departments and with other agencies. 
Provides critical analysis to identify and capitalize on opportunities for process reengineering and 

organizational efficiencies. 
Develops strategic plan for the City’s cultural tourism and arts initiatives. 
Develops and implements priorities and goals that will further the City’s objectives. 
Develops, promotes and encourages the image of Miami Beach locally, nationally and internationally as a 

cultural anchor and international tourist destination. 
Develops and pursues cultural initiatives that enhance the quality of life for our residents and visitors. 
Enhances the character of Miami Beach through public art acquisitions. 
Identifies the economic impact of the arts and culture industries on our community. 
Further develops the cultural arts grants program. 
Creates and promotes activities, events, and projects that develop and promote the cultural environment 

and image of Miami Beach. 
Commits to developing a long-term plan for allocation of resources to build the uniqueness of Miami Beach 

as a great community and tourism destination. 
Promotes cultural arts programs that positively impact tourism in Miami Beach. 
Effectively and efficiently manages and coordinates the City’s cultural facilities to foster new and emerging 

cultural arts groups. 
Formulates comprehensive and strategic approaches to building effective cultural and tourism programs. 
Develops and promotes the summer season marketing campaign.  
Plans, organizes, staffs, directs and controls department short and long range activities.   
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Develops and supervises the preparation of the department annual budget and administers fiscal activities 
thought the year.  

Prepares and conducts numerous staff, committee, board, community and industry wide meetings; 
Prepares reports; monitors programs and projects. 
Interfaces on departmental issues with city administration and elected officials. 
Provides regular liaison with neighborhood associations, city boards and organizations on a regional, 

statewide, national and international level. 
Performs related work as required   
Implements balanced program objectives to accomplish the Administration’s and the City’s goals. 
Employs a fiscally prudent approach to developing Department programming objectives and goal. 
 
KNOWLEDGE, SKILLS AND ABILITIES 
 
Thorough knowledge of current developments in the arts, culture, entertainment and special events field. 
Thorough knowledge of public and business administration. 
Thorough knowledge of the principles of management and their application to the administration of 

government activities. 
Thorough knowledge of applicable local laws, ordinances, and regulations. 
Ability to use professional knowledge of the principles of management and public administration to formulate 

department policy and control department activities. 
Ability to plan, organize, direct and control either directly or by delegation of authority the work of the 

department in a manor conducive to full performance and high moral. 
Ability to evaluate the impact of alternative courses of action and evaluate circumstances of a new or 

unprecedented nature. 
Ability to devise and implement rules, regulations and procedures and to evaluate their effectiveness. 
Ability to evaluate programs to determine if department goals and objectives are being met, and to redirect 

priorities and resources as necessary. 
Ability to establish and maintain effective working relationships with city officials, officials of other agencies, 

other employees, other industry professionals, representatives of the media, and the general public. 
Ability to express ideas and information clearly and concisely, using excellent communication skills both 

verbally or in writing. 
 
MINIMUM REQUIREMENTS 
 
Graduation from an accredited college or university with a Bachelor's Degree in Public Administration, 
Business Administration, Arts Management or related fields, or equivalent.  At least seven (7) years of 
progressively responsible professional experience in senior executive capacity with a minimum of three years 
experience handling arts, culture, tourism development, special events/special projects or other similar field. 
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PHYSICAL REQUIREMENTS 
 
Must have the sensory skills in order to effectively communicate and interact with other employees and for 
public through the use of the telephone, written communication and personal contact.  Physical capability to 
effectively use and operate various items of office related equipment, such as, but not limited to, word 
processor, calculator, fax machine, copier and audiovisual equipment.  No significant standing, walking, 
moving, climbing, carrying, crawling, pushing, and pulling. 
 
SUPERVISION RECEIVED 
 
General supervision is received from an Assistant City Manager who holds the incumbent responsible for 
the attainment for desired goals and objectives, the professional management of departmental operations, 
and for the quality of service and performance.  Incumbent is given wide latitude to exercise independent 
judgement in resolving day to day problems. Work is reviewed through meetings and reports. 
 
SUPERVISION EXERCISED 
 
Supervises the areas of Arts, Culture and Entertainment, Cultural Arts Council, Tourism and Convention, 
Office of Protocol, Bass Museum, Convention/Gleason Center and other related departments.     
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